
 
What is a Wiki? 
 
A wiki is a simple webpage that allows the users to add and edit the content in a 
collaborative fashion.  Wikispaces is a wiki provider that provides a free and 
powerful resource for educators.  With wikispaces, teachers can set up 
interactive webpages and create accounts for students so that projects, lessons, 
and discussions can be posted online.  
 

 
 

Creating Your Wikispace Account 
 

1. Log into www.wikispaces.com.  
 
2. In the Join Now box, enter a 

username, password, valid 
email address, and space name.  
The space name is the name of 
the wikispace web page that your 
will be creating. 

 
3. Click Join. 
 
 
 

 
 

http://www.wikispaces.com/


4. Upon successfully joining wikispaces, you will be greeted with an 
online tutorial.  If you do not wish to view the tutorial at this time, click 
on Skip Getting Started near the top right hand corner of the page.  
You can access this tutorial at any time by clicking on Help. 

 

 
 

 
 
Setting Up the Free Wikispace Upgrade for Educators 
 
Wikispaces allows teachers to set up a private page that allows only the teacher 
and students access to view, upload, and edit the space.  
 

1. Once you are logged in to your wikispaces, click on the link to your 
space (located near the top left hand corner of the page).  If you have 
multiple spaces (ex. one for each class), you will see them listed there 
also. 



 
2. Click on Manage Space from the 

Actions section on the top left 
corner of the space 

 
 
 
 
 
 
 

 
3. Under Space Permissions, select Subscription. 
 

 
 

4. Scroll down to the 
bottom of the page 
to where it says 
Request your 
complimentary 
upgrade to Plus 
for K-12 
education.  Click 
on the link that 
says Request your 
now. 

 



5. Read over the statement, check the box, and then click on the 
Request a Complimentary Plus Upgrade button. 

6. You will receive a confirmation email when the upgrade has been 
approved (be sure to check your junk mail folder in Groupwise if it 
doesn’t appear in your inbox). 

 
Creating Student Accounts 
 
Many web 2.0 applications require a valid email address to set up an account.  
This poses a problem since students cannot currently access email accounts in 
our district.  Since wikispaces supports education, they have a system in place to 
help teachers create accounts for the students. 
 
In order to have them set up student accounts, you need to create student 
usernames and passwords.  When creating the usernames, it is suggested that 
you include the letters “CV” (to indicate Cumberland Valley) and do not use 
student names (to protect their identity). The usernames must be at least 3 
characters long (wikispaces allows letters, numbers, underscores _, or dashes -) 
and that passwords must be at least 6 characters long. 
 
When you have your list of usernames and passwords, email the list to 
help@wikispaces.com and indicate the name of your space for them to be added 
to.  Use the following format: 

username1, password 1 
username2, password 2 
username3, password 3 
 
 

 
Inviting Others To Join You Space 
 

1. Click on Manage Space.  
 
2. Under Space Promotions, 

select Invite People. 
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3. Fill in the To: box, edit the message, and then click Send. 
 

 
 
Editing Your Wikispace 
 

1. Click on Edit this Page.  This will bring 
you to the visual page editor. 

  
 
 

 
 
2. The visual page editor acts like a basic word processor.  It lets you 

format your text, insert images and files, and link to other pages using 
a simple toolbar. To change the format of your text, simply highlight the 
text you would like to change, and click on the desired formatting 
button in the toolbar. You can format text in bold, italics, underline, 



various headings, and numbered and unnumbered bullets. You can 
also add a horizontal line break. 

 
Adding Hyperinks 
 

1. Click on Edit this Page.  This will bring you to the visual page editor. 
2. Highlight the text you wish to link and click on the earth icon in the 

toolbar.  
 
3. Choose if you want to link to pages within your wiki or to locations 

outside your space. 
 

 
 
4. To remove a link in the visual editor, put the cursor on the link, or 

highlight the link, and hit the break link earth icon . 
Adding Images and Uploading Files 
 

1. Click on Edit this Page.  This will bring you to the visual page editor. 
2. Click the image icon which looks like a tree in a box . 
 
3. Use the Upload New File 

or External Image URL 
dialog to select the image 
or file you wish to put on 
your page. 

 
4. Put the cursor at the 

position on the page where 
you wish to put the image 
or file. 

 
 
 



5. Double click the image or file to put it on the page. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6. If you add an image to your page, you will have options to align the 

image, and add a link or caption. 
 
7. To change the alignment or caption of an image already in the 

document or delete the image, simply return to the "Edit This Page" 
button and click on the image again. 

 
Adding Widgets and HTML 
You can embed widgets like video, audio, calendars or any other HTML in your 
page.  
 

1. Click on Edit this Page.  This will bring you to the visual page editor. 
 

2. Click on the toolbar button that looks like a television.  
 

 
 

3. Select the widget you want or 
paste the HTML from any 
embeddable web service in 
the box (ex. you can embed 
your del.icio.us tags into your 
wikispaces). 

 
 
 
 
 



If you add the code for you del.icio.us account and save it, you 
wikispace page will look similar to this: 
 

 
 

Adding Tables 
 

1. Click on Edit this Page.  This will bring you to the visual page editor. 
 

2. Click on the table image in the toolbar.  
 

3. Specify the number of rows and columns for your table then click Ok. 
 

 
 

4. To add or remove rows or columns after you have created your 
column, click on a cell in the table. On two edges of that cell, two 
arrows on either side of a circle will appear. The arrows will add a row 
or column to the adjacent cells they point to. The circle with an "x" 
through it will delete the current row or column your cursor is in. 

 
 
 
 



Adding a Table of Contents 
 

1. Click on Edit this Page.  This will bring you to the visual page editor. 
 
2. At the top of your page type [[toc]] 
 
3. Highlight the text you just typed and select Normal from the drop down 

menu in the editor bar.   
 

 
 
4. For each topic that you want to appear on the table of contents, select 

a different heading from the drop down menu (ex. Heading 2).  As the 
heading numbers increase, the indentation on the table of contents will 
increase as well. 

 
5. Click the Save button to save your changes.  Your page should now 

have a table of contents. 
 
 

 



Adding Additional Pages 
 

1. Click on New Page from the Actions section on 
the top left corner of the space. 

 
2. Enter the name of your new page, then click 

Create.  
 
 
 
 
 
 
 
 
 
 
 

 
Viewing Page Editing History 
 

1. Click on the History Tab.   
 

 
 
2. You will see a list of all changes that have been made on that 

particular page.  It also shows who made each change.  To view any of 
those previous pages, click on the link for that date. 

 

 



3. Inserted text will be highlighted in green and deleted text will be 
highlighted in red.  To revert to an earlier version of a page, click the 
revert to this version link (this is very helpful if you delete any 
information on you page accidentally). 

 

 
 

 


